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JOB AID 

How to Add an Addendum 

Purpose: This job aid guides Department Buyers through creating an addendum messaging Suppliers in 

eMarketplace when creating an RFO. Follow each step in sequence to add items to a cart, validate the cart, 

and send the cart to FI$CAL. 

PRIOR to MESSAGING - SEARCH & ADD ITEMS TO CART 

Use the eMarketplace shopping experience Job Aid to locate the needed items or services, add them to your cart, 

and prepare the cart for checkout. 

Step 1: Access the “Open for Bidding” RFO. 

Navigate to the “Browse RFO’s” link under the “Sourcing” tab in the menu bar. 

Find your RFO requiring the addendum. This RFO should appear as “Open for Bidding” in the Status Code 

column. 
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Step 2: Click on the ‘Discussions’ tab. 

 

 

Step 3: Click the ‘Compose’ button. 
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Step 4: Set up your addendum message. 

The message composition area will appear on the right side of the page. 

Make sure that: 

• Message type is set to “Addendum” 

• Every Supplier Contact is chosen in the Recipients field. 

• The subject, message body, and any necessary attachments are included. 
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Step 5: Click send. 

 

 

 

Step 6: Review your sent message.  

Your message history will be displayed in the left pane. Click your message on the left pane to view the details 

of your sent message on the right pane. 
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Step 7: Review any inquiries about the addendum.  

Review received messages by clicking the message on the left pane. All messages (those sent and received) 

will appear in the left pane for viewing on the right side of the screen. 

Any new supplier messages will appear in the same two panes. Be sure to respond to any supplier 

inquiries about the addendum. 
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Step 8: View if Suppliers have responded to the RFO. 

Click the “Offers” folder on the left side of the screen. Scroll down to the “Suppliers Grid.” In the status column, 

you will see if suppliers have submitted an offer or if their submission is still in progress, and the expected total.  

 

If a supplier has already submitted an offer, they will need to send another updated offer in response to the 

addendum. In this example, the first supplier has not yet submitted a bid. The second supplier has made one 

bid, and the third supplier has submitted two bids. 

 

 

 

 

 

IMPORTANT 

You will only be able to see the full offer details in the Suppliers Grid twenty-hour (24) hours after the bid due 

date has passed. Until then, only the status of the offer and bid totals are available for review. 
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Step 9: Review a consolidated summary of what suppliers are offering in the Items grid. 

As suppliers submit offers, the Items grid, located above the Suppliers grid, will expand. 

It shows the contract line items that all suppliers have included in their offers.  

This is especially helpful for Supplier Selected RFOs, as you can get a general idea of how suppliers are 

choosing to respond.  

If necessary, you can contact suppliers if you feel they are misunderstanding the Scope of Work. 

 

 
 

 

Step 10: Wait until the end of the bidding period. 

Suppliers will have until the end of the bidding period to respond to the RFO. Twenty-four (24) hours after the 

bidding period ends, you will be able to access the detailed offers from the suppliers. 
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In this case, the bidding period ends on August 21 at 3:30 PM. Thus, access to the detailed supplier offers will 

occur on August 22 at 3:30 PM. A new column will appear in the Supplier Grid, titled “Offer.” 

 

 

 

 

You have successfully notified suppliers of an addendum and taken steps to monitor suppliers’ progress in 

responding to the addendum with updated offers. 

Resources 

For questions, contact the eMarketplace team at eMarketplace@dgs.ca.gov. 
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